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Introduction

This manual is primarily, but not solely, direCted
to Regional Librarians in the Commonwealth of Ken-
tucky. It is a practical, procedural handbook, and
was written by Mrs. Donna Alvey, Coordinator of
Continuing Education, School of Library Science,
University of Kentucky, and with the cooperation of
State Librarian Margaret Willis and in collaboration
with the Regional Librarians themselves. IIopefully,
it will not only be valuable to active Regional Librar-
ians but will also help to orient new, and potential,
Regional Librarians. The contents of the manual are
based on a series of workshops, funded under Title I
of the Higher Education Act of 1905, with matching
funds from the Kentucky State Department of Li-
braries. These workshops were conducted for the
Kentucky Regional Librarians aver a one year period,
beginning in September of 1965, by the School of
Library Science, University of Kentucky, and the
State Department of Libraries. The contents of this

manual describe Kentucky regional library organiza-
tion and practice as they existed in the early part of
1970, after the workshops culminated. However, they
do not attempt to anticipate future developments
which, no doubt, will be influenced considerably by
a recent survey of Kentucky I:braries conducted by
the Arthur D. Little Corporation: "A Plan of Library
Service for the Commonwealth of Kentucky."

Although directed specifically to Regional Librar-
ians, this manual can be of practical and vital use
to many other librarians, particularly those from small
and medium-size libraries. Chapters III "First Task:
Studying Your Community to Determine Needs" and
IV "Second Task: Designing and Implementing Pro-
grams to Meet Community Needs.' will be of special
interest to those non-regional librarians. Because the
manual is practically a hauling course in and of itself,
it is also highly recommended for use with in-service
training programs.

Dr. Lawrence A. Allen, Dean
School of Library Science
University of Kentucky
Lexington, Kentucky



Kentucky State Department of LibrariesHistory and Objectives

The Kentucky State Department of Libraries came
into existence in March of 1910 when the general
assembly created a governmental agency whose sole
purpose was to promote statewide library services.
This agency was the Kentucky Library Commission;
its director was Miss Fanny C. Rawson. The Com-
mission began its work humbly with 5,000 books and
100 wooden cases given to it by the Federation of
Women's Clubs.

During the years since 1910, state library service
has gradtrally become 'bigger and better"notwith-
standing years of financial flux. Its official name has
been changed several timesto Department of Library
and Archives, to Library Extension Division, and
finally, in 1962, to Department of Libraries. Through
the years, despite all of the changes, major achieve-
ments have berg made. Two of the many achieve-
mentsthe establishment of state-wide bookmobile
services and the development of state multi-county
library federations, or regionsrelate particularly to
this manual.

Bookmobile service (though, of course, not under
this name) was an objective of the early. Commission,
which was to provide n "traveling library system to
provide books fur communities and individuals." This,
then very limited, service continued, and in 1938,
when the Commission was reorganized, one of its
stated objectives was to provide 'bookmobiles for
lending and demonstration purposes." It was not until
the early 50's, however, that the bookmobile program
realized much impetus. The state then gave to the
Library Extension Division 3176,000; most of this
money bought books to fill bookmobiles. Approxi-
mately at this same time the Friends of Kentucky
Libraries and a citizens group joined together to ob.
lain private funds for the purchase of bookmobiles.
Eighty- -lour were bought, stocked with books, and
then distributed to counties who both wanted and
needed bookmobile service, and who were also willing
to provide some local support. Not all local projects
were successful, of course, but many grulually led to
the establishment of county librati4 which then
worked with the bookmobile and reinforced its

services.
Developing simultaneously with the bookmobile
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program, the development of library regions began
as far back as 1933 when the Kentucky Library Survey
Commission recommended that the General Assembly
legislate a bill permitting two or more counties to
combine in the support and administration of library
service on a regional basis. (The state later did this.)
The promotion and establishment of county or regional
library systems became a definite objective of the
state library in 1936. The first regional library was
established at Murray State Teacher's College under
the joint sponsorship of T.V.A., the State Library Ex-
tension Division, and the College. It served Calloway
County and some of the adjacent counties. After the
federal Library Services Act was passed in 1958, Ken-
tucky submitted a plan to the U.S. Department of
Health, Education and Welfare to continue develop-
ing multi-county federations. The plan was approved,
and the first federal appropriation was $40,000, most
of which was used to buy books for 20 county libraries
participathl for the first time in four multi- county
federations. In 1958 two more library regions were
established, and the number has continued to grow
until today thew are 87 Kentueky counties participat-
ing in 17 state multi- county federations, or regions.
In addition, three demonstrations are in progress at
the time of this writing.

Both the establishment of state-wide !Karl:mobile
services and the development of state multi-county
library regions has aided the State Department of
Libraries la its efforts to meet the following objectives:

1. To obtain sufficient local, state and federal support
for Public Library and Bookmobile service to (li-
able all counties to participate in the Department
of Libraries' development of adtquate multi-comity
library federations (called regions).

2. To develop a network of Library systems including
all types of Libraries, for the purpose of rMicling
for all of Kentucky's citizens improved d co-
ordinated systems of library service.

3. To obtain state and federal funds for graduate
degree scholarships for potential local and state
Librarians, followed by state and federally financed
salary supplements to all counties employing
certified. professional Librarians.



4. To provide specialized consultant services for
Libraries needing such services.

5. To give adequate library services to the blind and
physically handicapped.

6. To help develop and improve library services to
inmates and patients of state institutions.

7. To build an adequate State Library to serve all

Libraries needing supplemental and special type of
materials and service.

8. To construct facilities in which to house and pro-
vide adequate library services.

Following is a cbart which describes the organiza-
tion of the Department of Libraries.
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Role of The Regional Librarian

The Begional Librarian is the official representative
of the Kentucky Department of Libraries; his juris-
diction conayises one of the 17 regions of the Ken-
tucky State library System. lie functions primarily
as a liaison between state library officials and per-
sonnel in Frankfort, and local library officials and
personnel in his inimediate region; he serves in a
secondary manner ns a director-coordinator, and is
the professional resonree person for public library
services in his geograplk area. The overall respon-
sibility of the Regional 'Antrim) is that of fostering
and maintaining an on-going cooperative relationship
among (and within ) state and local library groups for
the purpose of providing effecte.'e and efficient public
library service to all residents of his library region.
Though they are not usually speed out, there are
accompao ing the Regional Librarians overall respon-
sibility a myriad of specific and varied tasks and
responsibilities which constitute the Reg!onal Librar-
ian's clay to day activities. These tasks aid respon-
sibilities are detailed below as they pertar to .he
Regional Librarian's relationship with four Offerent
groups: 1) the State Department of Libraric 3; 2)
County Library Boards; 3) County Libraries .end
Librarians; 4) Local Citizens and Governing Officia:s.
A fifth category covers responsibilities of miscellaneous
react ionships.

State Department of Libraries:

As the local representative and employee of the
Department of Libraries the Regional Librarian in-
terprets and conummicates policies and practices of
the Kentucky Department of Libraries to county and
city library officials and citizens. Such interpretation
and communication is necessarily two-way, however,
and the Regional Librarian also informs and advises
slate officials and workers of local needs, wants,
achievements, and reactions. Various means are
utilized in receiving communication from the State
Department and in relaying infonnati 'in back to it.
In addition to written and verbal correspondence
(telephone calls, letters, conversations), meetings (aver-
aging bi-monthly 1 are conducted st ith all Regional
Librarians end state library staff In attendance.

The Regional Librarian is expected to complete
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and return certain forms and reports to the State
Librarian, e.g. the regional annual report; inventory
forms, etc. (the nature, number and particulars of
these forms are enumerated in Appendix A of this
manual).

Occasionally the Regional Librarian may be re-
quested by the State Department to undertake special
library tasks outside of his region. For example, often
a demonstration project must be set up in a county
with no library service; other such isolated projects
also may require the Regional Lihrarian's special
talents.

Comity Library Boards:

In his relationship with county library boards, the
Regional Librarian functions primarily as an edu-
cator and an advisor concerning all library operations
and services, e.g. basic policies about: the selection
of books and materials; library hours; education/
recreational programs; bookmobile service. Ile has the
responsibility to inform the boards about the most
recent developments in library services and operations,
and of state and national standards governing these
services. The Regional Librarian further serves as
an intermediary between the hoard and the State
Department of Libraries; therefore he must attend all
library board meetings in.the counties of his region.
If possible a copy of all board minutes should be
led with the Regional Librarian to he deposited in

a t-entralized file at the Regional I leadquarters.
Pviblem areas in which the Regional 'Omahas

professional tra'nir.g and experience will he invalu-
able to mistily library boards arc: establishinl,, a
county tax .1d /or other financial support for the
library; de eloping a constitution and/or by-laws
under which the library program may be administered;
planning for the constreetien of a new library build-
ing or retinas Aim, of an old building; hiring (or firing )
a county librarian toultor delineating her responsilnli-
lies, expanding the lirraty program ssithin the county.

Comity Libraries and Librarinnt:

The responsibilities of the Regional I ibrarian in
re.ation to county libraries Will lihrtriatnt illetV4Aarily
tary snidely from county to cortvly. in a few areas the



Regional Librarian will perform such elemental tasks
as weeding the local book collection; conducting au
inventory of local library materials and equipment;
filing and/or supervising the filing of catalog cards in
the county library catalog; devising and implementing
a simple circulation system; or merely "covering" dur-
ing the illness of a county librarian. Generally how-
ever, the Regional Ll.rarian functions as a consultant
and teacher for the county librarian rather than
actually performing the latter's task. For example,
the Regional Librarian assists and advises the county
librarian in: selecting library books and materials
(local book orders must be coordinated with regional
holdings to avoid unwanted duplicates); preparing
the library budget; bookmobile scheduling and opera-
tion; personnel management; planning and imple-
menting new library services and/or programs; and
devising effective publicity for library activities.

Finally, the Regional Librarian has the responsibility
in each county for providing advanced personal tefer-
ence and reading guidance service for individual
patrons. The reference and reading guidance service
concerns such library situations as: patron requests
for materials which necessitates searching; reference
questions which the county librarian is unable to
ansts er; or patron requests for special reading guid-
ance (perhaps a recommended reading list). If inter-
library loan materials (books, films, slides, or film
strips) are requested by a patron or a county librarian
the Regional Librarian is often responsible for ob-
taining these and also for returning them later.
(Preferably, however, the county librarian is en-
couraged to do this.)

Not the least important of his responsibilities is
the Regional Librarian's task of conducting an in-
service training program for all county librarians. Ao
effective in-service training program includes both
regularly planned group workshops for ail county
librarians as well as personalized, on-the-Job training
for each individual county librarian. The ultimate
goal of the in-service training program is to enable
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county librarians to become competent in performing
route library operations and activities, thereby free-
ing the Regional Librarian for purely consultive and
planning activities.

Local Citizens and Governing Officials:

The Regional Librarian shares with the county
library board and the county librarian the responsibil-
ity of interpreting and publicizing the library program
and its needsboth on the regional and local levels
to the local mass media (press, radio, TV, etc.), to
local governing officials, and to local citizens. He
should also represent the library at important organiza-
tional and club meetings and be prepared to present
individual programs about any aspect of the library
and/or its services.

The board of each county or city library is required
to present an annual report to the legislative body of
the governmental unit in which it serves (a similar
report must be filed with the State Department of
Libraries, and if the county is part of a Public Library
District, it must publish the report in the local news-
papers). Also, each board must submit its proposed
budget to the county budget commission during the
first months of each year. The Regional Librarian
should supervise all of these operations.

Other Responsibilities:

The Regional Librarian should be a member of
state and national library associations and should also
encourage county librarians and board members in
his region to likewise participate. Finally he should
encourage, and take advantage of, cooperation among
libraries of all kinds in his area, region and state.

The Regional Librarian is, in all ways and at all
times, concerned with providing effective and efficient
library service to the public. In order to provide this
service, he must take essentially two steps: 1) deter-
mine the needs of the ;tub lie, and 2) implement and
evaluate programs to meet those needs.



III

First Task: Studying Your Community to Determine Needs

Both, county libraries and city libraries, in each of
the 17 regions of the Kentucky state library system,
are public service institutions. And inherent in the
term "public service" is the concept of assisting and/
or benefitingfulfilling the needs ofthe entire con-
stituency of a political and/or geographic division.
Therefore, to achieve public library objectives of
servicethe fulfillment and satisfaction of informa-
tional, cultural, educational and recreational needs of
individuals, groups, and institutionsthe librarians of
those county and city libraries must design and im-
plement programs and services based upon, first, a
cognizance of, and then a knowledgeable understand-
ing of, every facet of the public they serve. These
insights are acquired by librarians from many diverse
experiences, but one of the most reliable and valid
sources is a carefully designed and executed com-
munity study. Such a study (or analysis), when
properly planned and carried through, will serve as
an invaluable and indispensable aid to librarians in
their endeavors to bring into focus the predominant
interests, beliefs and aspirations of the people in their
communities; furthermore, such a study can success
fully' and poignantly expose those major problems and
unfulfilled needs of the community that are most
pertinent to the library. Therefore, through such a
community study, and through the subsequent library
programs and services designed to meet the problems
and needs which the study identifies, the public library
will become more dynamically involved with, and con-
sequently, a ratified, integral part of, the community
which it serves.

Unfortunately a comprehensive community study
(which can take I.2 years ) may be too burdensome,
and indeed perhals an impossibility, for librarians in
many Kentucky counties and cities. however, in these
instances, those public librarians involved should, with
the guidance of Regional Librarans, and with the
assistance of community leadership, be capable of
planning and carrying through effective and valuable
community studies of a more limited nature by simply
first establishing priorities, and then restricting the
scope of their endeavors. In sane instances. the
Regional Librarian himself may wish t initiate such
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a community study, again with assistance from county
librarians and community leaders.

Before undertaking this limited community analysis
the Regional Librarian and/or the county librarian
must determine priorities for the elements within the
study. Decisions concerning the ranking of these
priorities must be adapted to each ;adividual library
and community situation. For example, the regional
and county librarians from "XX" county may intuitive-
ly suppose (as a result of their involvement with
community individuals / groups / organizations / insti-
tutions that a library sponsored, or co-sponsored,
literacy program would satisfy an existing need in
their community. A community study could then be
designed which would either confirm or refute this
supposition; furthermore, if the study corroborated
the original supposition, the study would then elso
automat-fully provide pertinent information helpful
in establishing overall objectives us well as aid in
formulating procedures and guidelines for the actual
literacy program. Using this general approach, county
and regional librarians can tailor the scope of their
community studies to their specific situation. For
example, they could concentrate upon: one item of
information in every aspect of community life (e.g.
just the literacy statistics of the entire community);
all or many, items of information in only one aspect
of community life (e.g. all data available on just
teenagers in the community); or they can limit both,
the number of information items studied and the
number of aspects of community life (e.g. only Marcy
statistics on just teenagers). The limitations of each
individual study simply depend upon precisely what
the library wants to know, and why. Fundamentally.
however, the community study, regardless of its scope
or time limit, must provide the librarians with "de-
tailed, integrated, organized, factual knowledge" about
all "conditions, social forces, and trends" character-
istic of the community which have "a significant effect
or may be anticipated to have a significant effect." on
the library.'

Flobat ti. %amen, Tommnrav Anal sic," Pnpared tot
the pre-coact-ucc on libtary bnikling5, San Frandsko. June
1%7.



Concerning the process of planning and implement-
ing a community study, whether comprehensive or
limited in scope, definite step by step procedures can
be descriptively outlined. Such a general guideline
follows. (For further, more detailed information con-
cerning planning, implementing, and evaluating the
community analysis consult the excellent handbooks:
Studying the Community by the American Library
Association and Studying Your Community by Roland
L. Warren.)

I. Planning the Community Study

The first step in planning a community analysis is to
state clearly and specifically the objectives of the study.
Preferably, several people sensitive to the library and
the community should formulate and/or refine this
statement of objectives. The statement will indicate
the boundaries of the study and will aid the librarian
in defining its scope.

Step two: a series of questions must be formulated.
These questions must be directly and clearly related
to the objectives of the study; they must be sufficiently
explicit to direct research; and they must not be
rhetorical, rat;wr, they must be empirical, i.e. capable
of being answered by observation and/or experimenta-
tion. Examples of such empirical questions are: Ilow
many topic in your community live on farms? How
does your community's population compare with 1940?
1950? What Is the income of your community's families
by various income groups? flow many vacint dwell-
ing units are there for rent or for sale? What is the
percentage of "drop-outs" in your community schools?
What special programs of health care for mothers and
children who need it are available in your community?
(see Warren for further examples ). Like the ob-
jectives, these questions should be proposed by several
people representing various community, and library,
interests; the questions should then, ideally, be edited
by a more objective group to make the questions more'
evocative of pertinent comments. If, at this time,
more questions exist than the library ,can afford, in
time and resources, to research, priorities should be
set and less important questions deferred.

Step three: With the above objectives and questions
in mind an overall approacha research design must
be constructed. This design will state: the specific
data required to answer the study's basic questions;
the methods to be used in collecting this data; and
finally, the approacli and tools used in analyzing and
interpretating the data so as to satisfy the stated ob-
jetives with programs devised as a result of this
information. If possible, the librarians should seek the
help of specialists (e.g., a sociologist at a local school
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or college) to devise the research design. Once com-
pleted, the research design may be given a 'trial run"
for ommissions and/or errors and duplications.

11. Collecting and Tabulating the Data

After the research design has been perfected, it
must, of course, be implemented. This is done by-
collecting the data necessary to answer the questions
generated under Part 1. This data may include in-
formation about all (at least most) of the following
facets of the community: ;ristorical; geographical;
demographic; political and legal; economic; educa-
tional and cultural; recreational; religious; medical
and welfare; transportation and communication; social
activity and organization; other social phenomena; and
future growth and development. Methods of collect-
ing data include: individual and/or group interviews;
questionnaires; checklists; observation and description;
examinatims of printed materials e.g. records, docu-
ments, reports, surveys, directories, statistics, etc. The
collected data must be continually check2d to insure
that it is reliable and valid (i.e. that it does tell what
is assumed that it would tell); complete; comprehen-
sible; consistent; and, in the case of a collection of
data purporting to be a representative sample, that it
is accurate and precise (i.e. that it truly represents
the whole). The library does not need to begin its
research from "scratch." Information may already be
available in the publications and/or data files of sonic
other local, regional or even state agency, e.g. chambers
of commerce, public schools, planning commissions,
area development groups, social welfare agencies, de-
partments of colleges and/or universities in the area;
some broad information may even exist in Federal
agencies (i.e. see the Bureau of the Census Catalog,
which lists all cf their published material mud un-
published data files, tabulations, etc.). Ceeerally the
availability of a quantity of information applicable
to such a study is in direct proportion to the size of
the community studied; however, nearly all com-
munities have sonic information already compiled and
readily available.

After all pertinent data has been collected, it must
next be organized and recorded in tables, charts, maps,
and other forms. These forms must be able to convey
the information contained within them quickly, clearly.
and accurately, and they should support one another
well enough so as to accomplish an organized and
totally integrated piesentation of the study findings.

111. Eroltrating and Interpreting the Data

If the community study has been well planned and
executed, answers to the originally formulated gum



tions will now appear. Again, as in the beginning, and
indeed throughout the entire community analysis, a
number of people sensitive to the community and
library situations should examine the material thor-
oughly and discuss its implications for the library
program. For example, these consultants (and the
librarians) should consider such indicated problems
as they relate to: the entire community; grouping in
the community; the individual. It must also be de-
termined which of these problems most concern the
library. Then the library is immediately faced with
deciding which of these concerns can and should it
react to positively and effectively at the present time.
At this point the library must not only consider the
revealed needs of the community but also its own
capacity to satisfy these needs effectively, efficiently,
and economically. In order to ascertain its capacity
the library may want to undertake a study of its own
resources to identify areas of weakness and strengths,
and possibly future potential.

A community study, whether comprehensive or
limited in scope, is not a one-shot venture; rather it
is a continuing activity. The librarians can use it
habitually as a tool with which to mold library pro-
grams and services. Indecd, once initiated such ac-
tivity becomes the everyday concern of the library,
and, in essence, the very soul of its purposecom-
petently and systematically serving an understood (and
hopefully reciprocating) public.

Resources For A Community Study

American Association of Homes for the Aging. Directory
of Non-Profit Homes for the Aged. New York, 1962.

Ashby, Lowell D. Growth Patterns in Unemployment by
County, 1940-1960 and 1950-1960. v.5, Southeast,
Washington, D. C., U. S. Dept. of Commerce, Office
of Business Economics, Regional Economics Division,
1966.

Provides employment in selected industry groups and
components of employment change for each Kentucky
county.

Editor and Publisher Market Guide. New York, Editor
and Publisher Co.

Annual publication providing state, county, and city
statistics on all areas of marketing information: popula-
tion; income; number of households; number of retail
stores; principle industries; banking; housing; number of
farms; value of crops and livestock; gas and electric
meters; average temperature; water quality; etc.
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Hospitals; guide issue. Chicago, American Hospital As-
sociation.

Part 2 of August 1st issue lists hospitals with statistics
of patients, personnel, expenses, etc.

Kentucky Department of Commerce. Industrial Resources.

Serial publications of individual Kentucky towns and
cities which include: industrial sites; profile of town; labor
market; education; transportation; power and fuel; water
and sewerage; agriculture; natural resources; climate; local
government; health; other local facilities.

-----. Kentucky Directory of Manufacturers.

Annual publication with: an alphabetical listing of Ken-
tucky manufacturers; manufacturers listed by cities and
towns; manufacturers listed by standard industrial class
numbers; alphabetical listing of products. Also a com-
munity data guide.

Kentucky Department of Economic Security. Statistical
Journal cf Economic Security in Kentucky.

Annual report containing statistics on the public as-
sistance program, unemployment insurance program, and
employment service program. Monthly issues deal with
specific problems in these same areas.

Kentucky Department of Education. Educational Bulletin.

June issue contains elementary school statistics and July
issue contains high school statistics. In odd years the
December issue is the report of the superintendent of
public instruction for the bienium.

. Kentucky School Enrollments.

Annual publication of -Kentucky school statistics: aver-
age daily attendance, percent of attendance, census, and
enrollment for each public school district over a five year
period.

Bureau of Administration and Finance. Profiles
of Kentucky Public Schools.

Annual statistical data fcr each of 200 local school
districts in Kentucky. Includes: average annual salaries
for teachers; percent of teachers holding masters degrees;
percent of 9th graders completing high school; attendance;
finance; teacher-pupil ratio; per cent of high school grad-
uates enlering college; etc.

Kentucky Utilities. Kentucky Government. annual.

N. Y. Ayer and Son's Directory of Newspapers and Period-
icals. Philadelphia, Pa. annual.

Preceding lists of newspapers and periodicals in each
city are statistics such as population, bank deposits, utility
meters, telephones and TV stations.



Rand McNally Commercial Atlas and Marketing Cul&
Chicago, Rand McNally & Co. annual.

Statistical tables of population, business, manufacturers,
agricultural and other commercial features.

Standard Rate and Data Service, Inc. Newspaper Rates
and Data, with Consumer Market Data . . . dates vary.

At the beginning of the newspaper list for each state
are county and city statistics on: population, number of
households, consumer spendable income, retail sales by
store type, passenger cars, farm population, and gross farm
income.

U. S. Census Bureau. County and City Data Book. 1967.

Statistics of: land area, population, 'vital statistics,
income, education, employment, housing, Jank deposits,
government finance, votes cast for presidents, and manu-
facturers and trade.

. County Business Patterns; 1968; Kentucky.

Annual statistics provide information on reporting units,
payroll, and employment by industry classification and
county location.

. Census of Business, 1983: v.2, Retail Trade,
Area Statistics, pt. 2, Indiana-New York. 1966.

Gives for counties and fir cities of 2,500 or mu:a the
following statistics: lumber of retail cstPblishments, sales,
payroll, number of employees, and similar details.
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. Census of Business, 1963: v.5, Wholesale Tr.....te
Area Statistics. 1968.

Section 19 pertains to Kentucky. Provides: statistics
of number of establishments, sales, payrolls, employees,
proprietors of unincorporated businesses, merchants whole-
salers and other operating types for counties and cities of
5,000 or more population.

U. S. Department of Agricultural Economic Research
Service. Net Migration of the Population, 1950.1960
by Age, Sex, and Color: pt. 4 East South Central
States. 1965.

Table I.9a contains Kentucky statistics.

U. S. National Office of Vital Statistics. Vital Statistics
of the United States, 1983-64.

Annual natality statistics (vol. 1, section 2) for each
state, county and city of 10,000 or more. Annual mortality
statistics for each state and county (vol. 11, Part B.).

Wright, Mary M., comp. State Directory of Kentucky.
Peewee Valley, Ky., Directories Inc.

Annual guide to Federal, state and local government
officials as well as a very useful miscellaneous lilting.

Also consult:
City directories
Chamber of Commerce and local organizations
Directories and/or yearbooks of churches and religious

organizations
Key people of the community
Area development offices



IV

Second Task: Designing and Implementing Programs to Meet Community Needs

Through the library-sponsored community study,
interests (i.e., the subjects which people desire to
learn about and/or understand better) and needs
(i.e., the deficiencies in learning and/or understanding)
are identified for the population, or a segment of the
population, which the library rves. Around these
identified interests and needs the librarian designs all
library programs and services. This section of the
manual will discuss the step-by-step designing of such
library programs.

The first step in designing a specific library program
is much like the first step in planning an effective
community studyget some helpl This can be in the
form of a planning committee ,of approximately 4 -8
people, which can help the librarian establish a new
facility and, later, even assist him in actually conduct-
ing the program. Criteria for selecting the members
of this committee, who, ideally, should have a variety
of backgrounds and represent a cross-section of the
community (they should even live in different sections
of the community) are: a) creativity, b) an under-
standing of community interests and needs, c) a
knowledge of the program's subject matter, d) some
knowledge of educational methods and techniques,
and e) some ability and/or experience in public re-
lations and promotional activities. (Naturally, nb one
committee member will exhibit all of these qualities.)

With the assistance of the planning committee, the
librarian can then select the specific interests and/or
needs around which the library program will be de-
signed (no doubt the librarian tentatively will have
defined these interests or needs already; however, the
planning committee can greatly aid in substantiating
and clarifying them). The specific interests and/or
needs should be carefully selected in relationship to
the library's capabilities and potentialities and in re-
lationship to the abilities of the librarian and potential
program leaders. Also, with a new program, it is wise
to begin with needs or interests which the participants
themselves recognize as important; this will encourage
participation. Later, the program can administer to
un-recognized or peripheral needs. Additional ques-
tions which are important for the committee to ask
itself when deciding upon the specific direction of the
program are:
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I. Which segments of the population can most ef-
fectively be served?

2. What are the special characteristics and idiosyncra-
sies of the anticipated participants?

3, What times are available for programming and for
conducting proposed activities?

4. How have past programs of the library faredin
every aspect?

5. What areas of controversy and conflict may impede
the development of effective program activities?

After the librarian and the planning committee have
isolated the need and/or interest around which the
library program will be designed, they will define, in
broad terms, the general, or long range, purpose of
the program, i.e. what exactly it is that they hope to
accomplish. Since this general purpose is the focus
of the entire program and the base from which specific
program details will be developed, it should be
meticulously and thoughtfully formulated, In talking
about any program objectiveswhether general, as in
this case, or specific, as will be discussed later, it must
be remembered that the program is attempting to
change people in certain ways, i.e. increase knowledge,
develop skills, or change attitudes. Examples of gen-
eral purposes (or objectives) are:

a) To improve reading ability among semi-literates of
the ccmmunity.

b) To promote intelligent action on the part of
citizens in the restoration of America's natural
environment.

c) To develop an awareness among the community's
farmers of the agriculturally oriented resources of
the library.

From any one general purpose will come several
specific objectives. Each specific objective will have
three distinct elements within it (indeed, these same
three elements can also be seen within the general
purpose): one, the people or group to be changed;
two, the type of behavior change to be affected; and
three, the content area involved. Examples of specific
objectives (derived from the second general purpose
defined above) are:



a) To engender an acute awareness (behavior change)
among general citizens and key people of the com-
munity (group) concerning the ecological facts of
America's natural environment. i.e. air, water,
wildlife, etc. (content area)

b) To develop an understanding among general
citizens and key people of the community of the
role of the automobile in America's environmental
problems

c) To inform general citizens and key people of the
community concerning the political and social ac-
tions they must take to solve environmental
problems.

When formulating these specific objectives, keep in
mind one important fact: they must provide a basis
for future evaluation.

In many library programs the group, or audience,
will be more limited than in the above example. But,
whether the audience is limited or not, it is important
to consider all available information about them before
actually designing the program. For example, at least
consider these basic characteristics: age; sex; experi-
ence; personalities; jobs; roles (both as individuals
and in groups); status; intellectual and educational
levels; familiarity with the program content; working
hours; conflicts or special pressures which might be
present; and whether or not the group will be homo-
geneous.

After considering the general and specific objectives

of the library program, and the nature of its prosp
tine participants, the librarian and the planning co
mittee must next decide upon the topics, or the o
tent, of the program. Topics are the specific problo
issues, questions. and concepts with which the p
gram will be concerned; they are developed
"breaking down" each specific objectiveusually ii
questions the group wishes to be answered. Once 1
subject matter of the program has been thus
termined, the next step is to select the most effecti
methods and techniques of presentation. A "metho
of presentation is the framework within which t
entire program will fit, e.g., a workshop, conferera
or short course; a "technique" of presentation, on t
other hand, constitutes the direct means of presenti:
material within each individual learning experien(
e.g., lectures, panel or group discussions, skits, dente
strations, field trips. Choice of techniques and metho
depends upon the projected size of the learning grot
and its characteristics; the nature of the physical ;
cilities to be used; and the kind and quality of leads
ship available.

Now the librarian and the planning committee o
ready to outlineor designthe actual program, si
sion by session, as well as the various responsibilit
to be carried out. One way of doing this is by t
"grid technique"a method by which the compl(
program is set down in panoramic view, which enabl
one to see the program both in its entirety and in
separate parts, and how they fit together. In diagn
form, the grid technique looks like this:

Method &
Time Content Techniques

Material &
lz.,quipment Personnel

7-8 p.m. Ecological
Organizations

Lecture and Film strips &
discussion projector

The completed program should have balance and
variety; it should serve the needs of all the learners
and not be overweighted in any direction; it should
be dynamic, progressive, and innovativenot just "the
same old stuff." The programs should also be con-
tinuous and sequential, i.e., the topics within each
program should progress logically and naturally one
after the other, and each individual section should
have a natural and logical relationship with the one
preceding it and with the one following it.

After the actual program has been tentatively out-
lined, the several phases of the program must be
planned interchangeably and, more or less, simul-
taneously, since each is dependent upon the other.
To begin with, appropriate resources must be pre-
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Mr. Perry

viewed carefully. Resources can be people or educ
tional materialsany aids which provide informati(
about program topics and which help the progra
participants to achieve the program's objectives.
major "people" resource will be the faculty for tl
program. Selection of the faculty will be based upo:
competency in subject matter; teaching ability; ar
a knowledgeable and

they
understanding

the group which they are to teacha rapport.
general, the number of faculty members should 1
kept to a minimum, and it is usually wise to imps
one or two specialists from outside the library ,

even from outside the immediate community. In a,
dition to faculty members, participants themselv
are invaluable "people" resources. Utilize the expel



ence and/or special knowledge of each and every
participant. Some may make excellent discussion
leaders; carefully choose them and clearly define their
relationship to the overall program.

The importance of effective educational materials
and aids cannot be exaggerated. Materials, to be
effective, must be closely related to the content of
the program, as throughout the course of the program,
references may be made to them. Ideally material
should be distributed before the program so partici-
pants will have an opportunity to read it prior to the
meeting (unfortunately few will do so); it may be
distributed at the end of the program, serving as a
reinforcement of learning; or preferably perhaps, it
could be discussed at the beginning of, or during, the
program, For some programs a "take home" kit may
be prepared, containing both materials referred to
during the program, as well as some follow-up
material. One very good suggestion is to duplicate
lectures and/or outlines for distribution so that the
learners will not need to take notes while they are
listening. Finally, display materials and exhibits, if
carefully related to program content and techniques,
can be extremely effective as valuable learning ex-
periences.

Keep in mind the general fact that, in the educa-
tional process, the more senses which can be appealed
to, i.e. seeing, hearing, feeling, etc., the more effective
and rewarding will be the learning situation. For this
reason, audio-visual aidssuch as films, overhead pro-
jectors, film-strips, view-graphs, recordings, slides,
drawings, demonstrations, models, flannel boards,
black boards, and flip chartsare essential to creative
and successful learning.

The importance of physical facilities to the success
of a program is often overlooked. Care must be taken
to insure that lighting, ventilation, washrooms, tele-
phones, etc., are available and more than adequate
in quantity, and quality. The physical plant must be
conducive to efficient and effective use of audio-visual
equipment. Rooms must be selected which are suit-
able for the techniques utilized, i.e. small rooms with
moveable chairs for small group discussion; a large
room for a general meeting, lecture-style, accompanied
by audio-visual aids; etc. And, finally, if meals are to
be served, they should not be disruptive, and, of
course, palatable food should be provided.

Finally the program must be vigorously publicized
and promoted so that all possible participants will be
contacted. Advertising should be directed to as selec-
tive an audience as possible, and all available tech-
niques utilized, e.g., brochures, radio, television,
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journals, newspapers, bulletin boards, direct mail,
and, of course, "word of mouth." Publicity should
begin well in advance of the actual program time, and
should be increased proportionately as that time grows
near.

Planning and promoting such a program will in-
evitably cost money. Consequently, it is wise to pre-
pare a program budget. For convenience, the budget
may be divided into two general areas: administra-
tion (e.g., printing, mailing, publicity and promotion,
renting of space, secretarial help, etc.) and program
(e.g., honorariums for speakers, travel expenses for
both speakers and participants, rentals for equipment,
food, cost of materials, etc).

One of the most difficult, yet most essential, parts
of the program planning process is evaluation. Suc-
cessful evaluation really begins when the program's
objectives are written down, for it is the fulfillment
(or the lack of fulfillment) of these objectives which
must be measured. Take one objective at a time and
determine the means of evaluation by which its success
or lack of success may be measured. The evaluation
procedure should be directly related to the objective,
be workable, measureable, complete, clear, and
specific. Evaluation need not be postponed until after
the program is finished; in fact, it should be carried
on throughout the program, e.g., reactions of par-
ticipants and, to some extent, the learning taking place
can be roughly measured by an alert, impartial ob-
server who notes such areas as: Do participants ap-
pear to be interested? Do they attend regularly? Do
they ask pertinent questions and/or join in group dis-
cussions? Do they demonstrate any observable
change of behavior? Another method of on-going
evaluation is to select participants themselves to act
as an Evaluation Committee which would evaluate
the program after each session, and at its culmination
(the afore mentional original planning committee
might also serve this same function). Actual learning
can be evaluated with "pre" and "post" tests. Un-
fortunately behavior change, the real objective of any
program, is the most difficult to measure. To actually
get people to do something they have never done
before, or to change their way of doing something, is
a real accomplishment! Usually it is also difficult to
recognize even if it does occur.

Throughout the program, the librarian should be
continuously aware of, and responsive to, the needs
and interests of the participants. Learning is an
individual process, and only when the individual
becomes truly involved in that processs will learning
become effective.



Appendices

A. Records, Forms and Reports

Enumerated below, in alphabetical order, are forms
with which the Regional Librarian should be familiar.
Some of these forms are completed by the Regional
Librarian himself; others are completed by county or
bookmobile librarians. Consult the State Librarian or the
Extension Librarian for additional Information.

Acquisitions of non-book materialsmonthly report com-
pleted by county librarian; goes into "Statistics of public
libraries" at end of fiscal year.

Application for state aidthe filing period for this form is
July 15 to August 15 (exact dates may vary slightly).
The Library Board must file this application to receive
state aid. The county librarian completes the form with
the help of the Regional Librariari.
Book collection and acquisitionsmonthly report com-
pleted by county librarian; goes into "Statistics of public
libraries" at end of fiscal year.

Circulation statisticsnumerous forms are prOvided for
these statistics. For bookmobile circulation three forms
exist: 1) Bookmobile circulationday sheet; 2) Book-
mobile circulationmonthly summary; and 3) Bookmobile
circulationmonthly and annual summary. All three are
completed by the bookmobile librarian and turned in to
the county librarian. All include book and non-book
materials. For county library circulation two forms exist:
1) Library circulationmonthly and annual summary and
2) Circulation of no..-book materialday sheet. The in-
formation is so arranged that day to day circulation sta-
tistics must be kept. The Regional Librarian draws upon
these statistics in compiling the "Statistics of public
libraries" and the "Regional circulation statistics."

Interlibrary loan requesta green and white multi-copy
form (4 copies); completed by the county librarian;
preferably checked by the Regional Librarian; utilizes
ALA interlibrary loan code.

List of furniture and equipment inventoryan annual
report completed by the Regional Librarian and sent to
the Business Office. Is a list for the whole region. During
a Federal construction project a second and separate
inventory report of all equipment and furniture purchased
must also be filed with the Business Off ce.

Monthly library visiting reportcompleted by the Regional
Librarian each month and sent to the Department of
Libraries. Tells where the Regional Librarian has been
and what he has done.

Notice of inventory changethis form is used to report
transfers of equipment or furniturewhether it be from
one library to another, stolen, etc. Also used by the
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Regional Librarian to report receipt of new furniture
equipment direct from the vender or transfer of prope
from any regional headquarters to a participating coin
library. Consult form for instructions. Return to Busing
Office.

Public library income statisticsan annual report prepay
by the Regional Librarian and sent to the State Dew
ment of Libraries. Includes income statistics from evi
county in the region. (This information may be includ
in the "Statistics of public libraries" and/or the "Regici
report" instead of in a separate form.)

Quarterly report of bookmobile operation and maintenan
costthis form is to be filled out by the bookmob
librarian immediately after the end of each calend
quarter. Sent to Regional Librarian. Based on a month
record which the bookmobile librarian keeps himself.

Regional circulation statisticsthese statistics include t:
circulation of both county libraries and bookmobiles,
print and non-print materials. The Regional Librarian
encouraged to complete this form each month and se;
it to the Department of Libraries. Information for for
comes from several circulation reports made by coun
and bookmobile librarians. See "Circulation statistics."

Regional reportprepared annually by the Regional L
brarian; includes all libraries of the region. No set for
exists; reports vary from region to region. Send to D
partment of Libraries. See Appendix B for sample.

Report of credit card telephone callsa monthly repo
completed by the Regional Librarian of all credit can
phone calls made during that month. Return to Busine
Office.

Report of expenditure of state aid for library service
made for fiscal year; completed by county librarian; sign(
by Chairman and Treasurer of Library Board; notarize
(Second section on services includes salaries.) Return t
Department of Libraries.

Request for leavea time sheet for all regional employee
for annual leave, sick leave, or overtime. Form includ(
full instructions. Consult carefully as there are tim
limitations. Regional Librarian is often responsible fc
approving these.

Statistics of public librariesa rather lengthy annual repot
to be completed by the county librarian, supervised by th
Regional Librarian. Contains operational and financic
data of individual county libraries for the fiscal year, Jul
1st to June 30th. Return to Department of Libraries.

Supply order formcompleted by the Regional Librarian
sent in duplicate to Business Office, at least two day
before supplies are picked up. Instructions included.



Travel expense voucherfilled out by the Regional Li-
brarian upon completion of travel, or at monthly intervals.
Instructions provided. Return to Department of Finance,
Division of Accounts. (Special arrangements should be
made if more than $8 per day is to be spent for food or
$10 per day for motel.)

8. A Regional Report:
A Suggested Outline for Inclusions

I. Cataloging and Processing of Materials
A. Regional and Bookmobile Materials Prepared

and Distributed (by county)
I. Books
2. Records
3. Magazines

B. Local Materials Catalogued and Processed
(by county)
I. Books
2. Records
3. Magazines

II. Book Selection
A. Selection Policies
B. Assistance to Individual Counties

III. Weeding
A. Weeding Policies
B. Assistance to Individual Counties

IV. Visits by Regional Staff to County Libraries
A. Number of Visits to Each Library
B. Services Performed

V. Library Staff Education
A. Workshops Conducted

1. Number
2. Kind

B. Achievements of Individual Librarians (by
county)

VI. Bookmobile Service
A. Assistance by Regional Staff
B. Number of New Stops (by county)

VII. County Library Board Meetings
A. Number of Meetings (by county)
B. Number Attended by Regional Librarian

VIII. County Library Programs (by county)
A. Subject
B. Number of Meetings
C. Average Attendance

IX. Hours Each County Library is Open

X. Income Statistics (by county)
A. Source
B. Amount over a three year period of time (or

at 5 years intervals, etc.)
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Xl. Relationship with Fiscal Court or other Govern-
ing Bodies

XII. Circulation (by county over a 2-3 year period)
A. Books
B. Pamphlets
C. Films and Filmstrips
D. Magazines
E. Records
F. Bookmobile Circulation
G. Total Circulation

XIII. Eeferens:e and Information Requests (by county
over a 2-3 year period)

XIV. Equipment Added

XV. Publicity (by county)
A. Newspaper
B. Radio

XVI.

XVII.

XVIII.

XIX.

XX.

Surveys Conducted

Special Jobs

New or Remodeled Library Buildings

Operation Outreach

Evaluation of Regional Library Service (be
specific)

XXI. Cooperation with Other Programs or Agencies
(by county)
A. Head Start
B. Youth Corps
C. Senior Citizen Clubs
D. Church Groups
E. Boy Scouts
F. B.P.W. Club
G. Homemakers
H. U. S. Government Summer Reading Program

This is only a suggested outline; make your own revisions!

C. A Model Library Policy:
A Guide for Formulating Policies

I. PHILOSOPHY AND GENERAL OBJECTIVES

A. The Library Bill of Rights

B. The St. Clair Shores Public Library Philosophy
The St. Clair Shores Library Board affirms its dedica-

tion to the Library Bill of Rights and to the highest ideals
of public service which, we earnestly 'relieve, is a public
trust.

The Board believes that it is under mandate by the
community to promote knowledge, understanding, and
wisdom, and to combat ignorance, intolerance, and in-
difference by making available to every child, young
person, and adult in the city of St. Clair Shores the best



possible resources, personnel, and facilities requisite (or
modern library service.

The Board believes that these ideals of public service
can best be accomplished by the imagin,,tivo and creative
implementation of a policy directed toward the procure-
ment of,

FIRST, a wide, systematically organized, and readily
available collection of expertly selected books and other
appropriate materials which will provide accurate informa-
tion, discussion of significant ideas, and inspiration of
literary art for all citizens;

SECOND, a library staff dedicated to the ideals of the
library profession and its service to the public, profession-
ally trained, efficient, progressive, and capable of provid-
ing the best possible collection of books, other materials,
and accurate records thereof, as well as expert guidance
and assistance in their use; and,

THIRD, adequate facilities for the housing, processing,
circulation, and use of this collectionfacilities which will
be sufficiently spacious and enlarged as necessary, ef-
ficiently and totally utilized, and attractive both to the
public and the staff.

The Board recognizes the necessity of the integration
of the Public Library into the total community structure
and of its generous cooperation with other agencies and
organizations working for the public welfare.

Finally, the Board affirms the importance of the preser-
vation of the highest ethical standards in all relationships
between the Board and the Library administration, be-
tween the administration and the staff, among staff mem-
bers themselves, and, above all, between any of the
aforementioned and the public.

II THE LIBRARY

A. Membership
The St. Clair Shores Library Board consists of five

members appointed individually, each for a five year term,
by the City Council.

B. Officers
1. The President shall preside at all meetings of the

Library Board, enforce all policies of the Board, appoint
such committees as may be provided from time to time
by Board action, and in general act and serve as the
Board's chief executive officer.

In matters coming before the Council, only the President
shall serve as the representative of the Board except when,
in cases of necessary absence, the Poard in advance and
by majority vote shall designate another member to so
represent it.

2. The Secretary shall keep a true and correct record
of the proceedings of Board meetings. The Secretary
shall read and report to the Beard all document, addressed
to it which pertain to the Library and to Library business
and activities.

The Secretary shall also conduct the general cor-
respondence of the Board and keep same on file for future
reference. A copy of any correspondence signed and
mailed by the Secretary shall be sent immediately to the
President.

The Secretary, moreover, shall bring to the attention
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of the Board at its next regular meeting any correspon-
dence on which the Board should take action.

3. The Treasurer shall receive all fees, financial sup-
port, and any other monetary aid from any governmental
entity, division, subdivision unit, or agency, and all other
Income of the Library, and give official receipts for same.

For purposes of efficient administration, the Board may
designate a library staff member to deposit immediately
with the City Cashier any monies or other income in
excess of $100.

The Treasurer shall report in writing every month at
a regular meeting of the Board giving the amount of
money received and paid out during the previous calendar
month and the amount of monies still in deposit in each
financial category and account.

The Treasurer shall keep also an inverfory of all records
and property administered by the Library Board, and
shall turn over all accounts and such other records as may
be applicable, on demand or direction of the Board, for
examination and audit.

The Treasurer shall deliver to his successor all accounts,
records, and other material under his supervision and
administration.

C. Meetings
1. The regular meeting of the St. Clair Shores Library

Board shall be held on t:-,e second Monday of each month
at 8:00 P.M. at the St. Clair Shores Public Library or at
the City Hall if so designated at least one week in
advance.

2. A special meeting of the St. Clair Shores Library
Board shall be called by the President or any two mem-
bers, by serving a written notice of the time and place of
meeting to the other members at least 48 hours before
the hour of the meeting. Only such business as has been
declared to be the purpose of the meeting shall be dis-
cussed at a special meeting.

3. All meetings shall be open to the public and to the
Library staff. Any person who wishes to shall be heard.

4. When personnel or property transactions are dis-
cussed, the Board reserves the right to go into executive
session.

5. When advance work by the entire Board is necessary
for a particular project such as budgetary considerations
and preparation, the Board may schedule a workshop
meeting at a place within the City other than the Library,
provided that no such meeting can or will be held without
the consent of each member of the Board and provided
also that no formal action can or will be taken by the
Board at such a workshop meeting. Minutes need not
be taken at such workshop meetings.

D. Commit tees
1. STANDINGThe Library Board shall have no

standing committees.
2. SPECIALThe Library Board shall authorize such

special committees as are deemed necessary, for a period
not to exceed three months.

E. Transaction of Business
1. All business of the Library Board shall be transacted

only at legal meetings as defined in Section II-C.
2. No member of the Library Board shall have the



power to act in the name of the Library Board except as
specifically authorized in advance by the Board at a legal
meeting.

F. Minutes
1. Minutes shall be taken at each meeting of the

Library Board except workshop meetings (see II, C, 5).
2. The minutes of the preceding meeting(s) shall be

approved by the 'Board as the first act of the regular
meeting.

3. A copy of all motions shall be carefully recorded.
The names of those who make the motions, those who
second the motions, and in case of a division of the vote,
those who vote "aye" and "nay" shall be recorded.

9. All minutes of Library Board meetings and all other
records of the Library shall be available to citizens of the
City for inspection.

5. The minutes shall be mailed to each member, the
Mayor of the City of St. Clair Shores, each City Council
member, and other appropriate officials, and a copy shall
be made available at the same time to the members of the
Library staff.

G. Expense:.
The members of ,the St. Clair Shores Library Board

shall be reimbursed for extraordinary expenses incurred
in the performance of the Library Board functions after
prior authorization by the Board.

H. Revision of Policy
Policy may be revised at any regular Board meeting by

resolution and a supporting vote of no fewer than three
members. The Board shall meet as a committee of the
whole at least once every year to review and appraise
existing policy in order to make necessary revisions in
accordance with changing conditions.

Ill. ADMINISTRATION

A. General Personnel Policies
1. The Board of the St, Clair Shores Public Library

strongly believes that both good personnel and good
personnel administration result in maintaining and im-
proving the Library's program of community services.

2. The Library shall seek to obtain and retain the
best available personnel for its professional and non-
professional staff, and at all times will follow personnel
practices that help staff members grow in position, stature,
and abilities.

3. The Library constantly shall seek to meet the
standards of the American Library Association as to library
personnel qualifications and salaries.

9. Personnel practices and policies shall be governed
by the rules of the St. CIA, Shores Civil Service Commis-
sion and the contract between the City of St. Clair Shores
and the union representing municipal employees. Where
such rules and contract do not apply or exist, the policies
and rules of the Library Board shall govern.

5. Job vacancies and opportunities for promotion within
the Library shall be openly posted and advertised.

6. There shall be no discrimination in hiring, promo-
tions, demotions, or discharges because of age, sex, national
origin, race, or religion.
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7. Qualifications and ability shall be the only basis of
selection of employees for hiring and promotion.

8. A salary plan shall be adopted by the Board to
govern the salary paid each Library employee. It shall be
reviewed annually by the Board at least three months
before the Library budget is to be completed for presenta-
tion to the City Council, and reccanmendations for Im-
provements in salaries shall be made, if necessary, to meet
the standards of the American Library Association and
the metropolitan Detroit area.

9. There shall be an advisory committee of five, selected
by the staff through secret ballot and with at least one
member representing each of the professional, clerical,
and custodial employee groups, through which the staff
may recommend policies with the approval of the Chief
Librarian.

10. Evaluation, if used, and recommendations of the
Chief Librarian in regard to a professional or non-
professional staff member shall be discussed in detail with
the staff member by the Librarian at least one week before
they are presented to the Board. The staff member may be
present when the evaluation and/or recommendations are
presented to the Board. The staff member may ask for a
hearing or review by the Board of the evaluation and/or
recommendations no later than two weeks after these arc
presented to him.

11. The ,Library Board shall arrange for exit interviews,
by an appropriate representative, of each staff member
leaving the employ of .the Library. The interview shall
seek to ascertain his reason for leaving, give him op-
portunity to ask questions, or make suggestions, and,
where practical, seek to persuade him to remain in the
Library's employment.

B. Professional Organizations
Staff members shall be encouraged to join the ap-

propriate professional organizations and to participate in
meetings of those organizations whenever possible.

C. Citizenship Activities
Citizenship activities on the part of staff members as

individuals shall be encouraged.

D. Staff Development
1. Staff development shall be promoted at all times

through in-service training opportunities, availability and
use of professional and other pertinent materials, and
other recognized methods for aiding the growth of staff
members in their abilities, knowledge of and interest in
subjects, methods, ideas, and suggestions, and their use
of these to benefit the Library and the public it serves.

2. In-service training and materials shall be available
without cost to staff members on matters of direct prctical
concern with their work. The Board reserves the right to
limit the number of staff members participating in in-
service training courses at any one time.

3. Where staff members on their own time engage in
a course of study in library science at an accredited college
or university or in a recognized adult education school,
the Library Board may reimburse such staff members for
the cost of such schooling, including tuition, books, and
materials, in an amount not to exceed $40 per fiscal year
per staff member.



4. Current in-service training methods such as com-
mittees, special projects and programs, tours of other
metropolitan area library systems, staff meetings, discus-
sion groups, and extension courses in library science shall
be encouraged.

5. Work assignments should give staff members the
opportunity to grow through accomplishing difficult and
more responsible job duties within the work unit. Each
employee shall be given every opportunity to learn about
jobs performed by other shff members in his work unit.

6. Whenever possible, promotions shall be made from
within the Library staff. Promo lions shall be made from
outside the Library system only when, in the judgment
of the Chief Librarian and the Board, there is no person
qualified for such promotion on the Library staff.

E. Professional Staff
1. Director

The Director shall serve as executive and administra-
tive officer of the Library floard end shall be charged with
implementing the policies of the Library. The Director
shall prepare the agenda for each meeting, and shall
attend all meetings and participate without vote in
deliberations of the Library Board.
a. Qualifications

The qualifications of the Director shall be determined
definitely by the Library Board at the time of a vacancy
in this of The following qualifications shall serve as
a guide:

1. He shall have earned at least a master's degree in
Library Science from an institution accredited by the

I American Library Association.
2. He shall have had a minimum of five years of

responsible supervisory or administrative experience in
' professional public library work of which at least one year
shall have been in an administrative capacity.

3. He shall have workable knowledge of the principles,
methods, and practices of a public library.

4. He shall have extensive knowledge of community
needs and interest levels and a thorough knowledge of
books and authors, and the ability to correlate both.

5. He shall have the ability to plan, analyze, evaluate,
and direct library needs and services.

6. He shall have the ability to establish and maintain
effective working relationships with community leaders,
public officials, professional groups, and the general
public.

b. Appointment
The Director shall be appointed by the Library Board

in accordance with the requirements of the St. Clair
Shores Civil Service Commission.

c. Duties
The Director shall:
1. Be responsible for the recruitment, classification,

and administration of personnel, subject to the authority
and policies of the Library Board.

2. Administer the St. Clair Shores Public Library in
accordance with policies of the Library Board, including
book selection and purchase.

3. Develop administrative principles and procedures

20

that implement and make effective the policies of the
Library Board.

4. Appraise and report regularly to the Board on the
effectiveness of the St. Clair Shores Public Library in
ter ms of the Board's policies.

5. Be responsible for preparation of comprehensive
reports regularly to keep the Library Board fully informed
concerning all aspects of the Library.

6. Be responsible for preparation of the annual budget
for consideration and action by the Library Board in
accordance with Section V-A of this policy statement.

7. Supervise all personnel, projects, programs and
business practices of the Library.

8. Perform such duties as are specified in the City of
St. Clair Shores Job Specifications for Director.

(The qualifications and duties of other professional
librarians follow the same format as those of the Director.)

2. Pre-Professional

a. Qualifications
Personnel classified as Pre-Professional shall have:
1. A bachelor's degree.
2. Enrolled in or declared the intention of enrolling

in a Master's Degree program in Library Science in an
institution accredited by the American Library Associa-
tion.

b. Appointment
Personnel classified as Pre-Professional shall be ap-

pointed in accordance with the requirements of the St.
Clair Shores Civil Service Commission upon the approval
by the Library Board of the recommendations of the
Director.

c. Duties
Personnel classified as Pre-Professional shall:
I. Assist in carrying out the policies, procedures, and

rules of the Library.
2. Maintain essential records and files, do reference,

processing, etc., and perform related work under the
supervision of Librarian I or II.

3. Perform duties included in the City of St. Clair
Shores Job Specifications for this classification.

F. Other Operating Personnel
I. Library Aide II
a. Qualifications

Personnel classified as Library Aide 11 shall have:
1. General knowledge and experience with books of

all categories, or three years experience as Library Aide 1.
2. Thorough knowledge of the book collection.
3. Knowledge of the library system of catalog filing.
4. Knowledge of library procedure.
.5. Sufficient knowledge of books and the needs of the

public so that intelligent suggestions of purchase can be
given to the book selection librarian.

6. Ability to meet the public courteously and efficiently.
7. Enrollment within six months from the date of

appointment in an appropriate program for further re-
quired education.



b. Duties
Personnel classified as Library Aide II shall perform

duties included In the City of St. Clair Shores Job Spec-
ification for this classification.

2. Library Aide I
a. Qualifications

Personnel classified as Library Aide I shall:
1. Be a certified Civil Service employee, having served

one year or more as Clerk I in the Library.
2. Have a thorough knowledge of card catalog and

shelf list.
3. Have knowledge of each phase of the work.
4. Hove ability to follow Instructions of the professional

librarians and personnel in the Library Aide II classifica-
tion.

5. Have ability to develop and maintain cooperative
working relationships with fellow employees, city officials,
and the public.
b. Duties

Personnel classified as Library Aide I shall perform
duties included in the City of St. Clair Shores job Spec-
ification for this classification.

3. Library Account Clerk
a. Qualifications

Personnel in this classification shall have:
1. Completed high school education supplemented by

business school training.
2. Two years of clerical experience, including handling

of accounts payable.
3. Knowledge of methods used in maintaining fiscal

records and office procedures.
4. Ability to make arithmetic calculations quickly and

accurately.
5. Ability to pass appropriate typing test (35 words

per minute) and to operate adding machine.

b. Duties
Personnel classified as Library Account Clerk shall

perform duties included in the City of St. Clair Shores
Job Specifications for this classification.

4. Clerk
a. Qualifications

Personnel in this classification shall have:
1. Completed a standard high school course or an

accredited business course including typing and related
office skills.

2. Knowledge of modern office practices and the use
of conventional office equipment.

3. Knowledge of filing and maintenance of simple of-
fice records.

4. Ability to make simple arithmetic calculations.

b. Duties
Personnel in this classification shall perform duties

included in the City of St. Clair Shores Job Specifications
for this classification.
C. Revision of Job Classifications

Recognizing that Library job specifications are unique
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to the operation of the facilities, the Library Board, in
cooperation with the City of St. Clair Shores Civil Service
Commission, will revise any of the above classifications
as needed.

IV. OPERATING PROCEDURES

A. Book Selection
1. The Library Board endorses the Library Bill of

Rights, believing that the St. Clair Shores Public Library
must provide books and servicei:. for the information,
enlightenment, inspiration, and recreation of all the people
in the community, and must provide materials presenting
all points of view on the significant problems and interests
of our times,

2. The Library Board believes that book selection, the
key to a good library, requires the highest professional
and critical talents available.

3. Books must be chosen not only for their intrinsic
merit, but for their relationship to the collection as a
whole and with an awareness of the other collections in the
Macomb County Library System and in neighboring com-
munities and universities.

4. Books and other materials must be selected not only
to serve the needs of the community, but to expand and
develop those needs creatively and imaginatively.

B. Service to the Public
I HoursThe Library shall be open every day except

Sunday and all holidays specified in the agreement be-
tween the City of St. Clair Shores and the union repre-
senting city employees, and on any other holidays declared
by the City Council. The open hours of the Library shall
be determined by the Library Board, as required by pre-
vailing conditions.

2. Library CardAny resident of the City of St. Clair
Shores or of any other city serviced by the Macomb County
Library System shall be entitled to a Library Card. The
hclder of a St. (jail Shores Library Card is entitled to
borrow books from any library in the System and from
the \Varren Public Library. A non-resident may obtain a
library card upon payment of a fee of $5.00 per year.

Juvenile Cards shall be'issued to children in grades 1
through 8; Adult Card: shall be issued to those in the 9th
grade or above. However, any child past the age of 11
or past the 6th grade, may check out any adult book he
wishes, except those on the closed shelves, unless his
parents indicate otherwise in writing.

Books on the closed shelves will be circulated only to
adults, who are 18 years of age or older, graduated from
high school, married, or to minors who are past the 6th
grade having received written, verified permission from
a parent. The Board of the Public Library will regularly
review titles on the closed shelves.

Applications for juvenile cards must be signed by a
parent or guardian.

3. CirculationInsofar as possible, a patron may
borrow as many books as he wishes at a time, but the
Library reserves the right to limit the number of books
on one subject, depending upon the demand.

The Library shall provide adequate space for the use
of non-circulating materials, such as current periodicals,
reference books, special collections, etc.



4. ReservationsA patron may reserve a book upon
payment of a fee of 10c either by mail or in person.

5. Loan PeriodMost circulating materials may be
borrowed for a period of approximately three weeks, but
certain special materials in high demand may be kept
for only one week. The fine for overdue books is 5c per
day. Lost or mutilated books must be paid for according
to the amount of loss or damage.

Patrons with overdue books shall be notified at least
three times within 30 days of the first notification, twice
by letter and once by registered letter, before their names
are turned over for court action. Library card privileges
shall be suspended until all money owed for overdue
materials shall have been paid.

8. BookmobileThe Bookmobile shall be used as fully
as possible, its collection chosen as carefully as that of
the Library itself and rotated on a ik-gular basis, and its
schedule kept as strictly as that of the Library.

C. Public Relations
1. The Library shall carry on an active public relations

program both inside and outside the Library in order to
acquaint the community with services offered by the
Library, and to develop support for the Library.

2. Every member of the staff shall be part of the public
relations program. Constant efforts will be made to give
alert, cheerful, and helpful service to every patron.

3. There shall be a regular Program of publicity for
the Library, utilizing the various communications media,
talks and programs for special groups, displays and ex-
hibits whenever possible, and news releases to the local
papers.

4. Staff members shall be encouraged to develop ideas
for public relations, and any with special talents in this
area shall be allotted time to work on publicity.

5. Special occasions such as Book Week or. Library
Week shall be fully exploited.

6. Community groups shall be given space as available
to publicize activities of general cultural value and interest.
Library books on subjects relating to the display should
be incorporated in each exhibit. Reservations for display
space may be made in advance; a record shall be kept
on a special calendar.

7. Students in public and parochial schools she", be
constantly encouraged to become acquainted with and to
use the St. Clair Shores Public Library.

D. Gifts
1. Books shall be accepted as gifts only if they meet

the standards of regular book selection practice.
2. The Library shall integrate gifts into its collection

according to the best interests of the Library as a whole,
as determined by the Board. The Board shall be the
determinant of how gifts shall be utilized.

3. If gift books are found, after consideration, to be
unacceptable, they shall be disposed of at the discretion
of the Board.

4. Monetary gifts shall be encouraged, to add to the
Library's books and facilities. The Board shall have the
final authority to approve the purpose of any such gift and,
where it deems advisable, to determine' the use of the
gift.
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E. Staff Use and Purchase of Books
1. The Library Board recognizes that staff members

must be familiar with the new books and encourages them
to do as much reading as possible; however, the Library is
maintained for public use, and the staff has an obligation
to refrain from monopolizing new books.

2. Staff members are not required to pay fines on
overdue books, but this privilege should not be abused.
Materials must always be checked out.

3. Library staff, Board members, and former Board
members may purchase books through the Library to
secure the usual Library discount.

4. A collection of up-to-date professional materials
shall be maintained for the convenience of the staff and
Library Board.

V. FINANCE

A. Budget
The tentative budget must be completed and in the

hands of the Library Board at least 60 days before it is
to be presented to the City Council. The budget shall be
presented to the Council only by the Board and only as
considered, reviewed, and adopted by the Board.

B. Federal and State Aid
Since both Federal and State Aid are continually avail-

able to public libraries, every aggressive effort shall be
made throughout the year to obtain monies for the benefit
of the citizens of St. Clair Shores through the Library.
It shall be among the duties of the professional staff con-
stantly to seek ways in which such Federal or State funds
can be obtained for he Library.

VI. FRIENDS OF THE LIBRARY

The development, advancement, and community ac-
tivity of a Friends of the Library organization shall be
encouraged continually by the Library Board and all staff.
The Library, however, and the Friends of the Library
shall be independent of each other, even though cooperat-
ing in cultural, educational, and social community activities
concerned with developing and maintaining understanding
and support of the Library and all its activities, and work.

VII. CONFLICT OF INTEREST

No relative by blood or marriage of any member of the
Library Board shall be employed or appointed in any,
capacity by the Library. No member of the Library
Board nor any member of his family by blood or marriage
shall engage in any business or other activity with the
Library from which can be gained any profit, money, or
other consideration.

VIII. LONG-RANGE PLANNING

A. The Board shall meet at least once a year to review
and determine future library needs of the community and
make such recommendations concerning these as it may
deem necessary. The cooperation of city officials, the City
Planning Commission, school, civic, and other groups in
such meetings shall be encouraged.



B. The Board shall continually make every endeavor
to enlarge the financial support of the Library, so that
facilities needed to serve its patrons and the community
can be obtained without delay.

IX. CONFORMITY TO CITY POLICIES

Any section, provision, or policy herein which is found
to be in conflict with the City Charter, ordinances, or the
contract between the City of St. Clair Shores and the
union representing its employes shall be null and void.

(Policy of the St. Clair Shores Public Library, St. Clair
Shores, Michigan.)

D. Questions and Answers

1. Q: What is a multi-county federation?
A: Consult "Regional By-Laws" and "Regional De-

velopment" (both filed at Regional Headquarters).

2. Q: Where do I find additional explanations of my
role and duties as a Regional Librarian?

A: Consult "Regional Rules" and Kentucky Statutes
(both filed at Regional Headquarters) and human
resources, e.g., the State Librarian; Extension
Librarian.

3. Q: How is a regional library system organized?
A: Consult "Regional Rules" and human resources,

e.g. State Librarian; Extension Librarian.

4. Q: Who are the Regional Librarians?
A: Consult Directory of Libraries and Staff Directory

(both published periodically by the Department
of Libraries and filed at Region:) Headquarters).

5. Q: What is the role and responsibilities of an Exten-
sion Librarian?

A: Consult "State Plan for library Programs under
LSCA" (filed at Regional Headquarters).

6. Q: How does one go abut establishing priorities for
a construction project?

A: Consult "State Plan for Library Programs under
LSCA"; the Kentucky Revised Statutes; and
"Basic Policies and ProceduresAnnual Amortiza-
tion GrantsDL-1968" (all are filed at Regional
Headquarters).

7. Q: How is public library service established?
A: Consult Kentucky Raised Statutes.

8. Q: %%here can I find historical background for the
establishment of each county's library semi(-'

A: Consult "Regional DevelopmentCoenties in Re-
gion" (filed at Regional Headquarters).

9. Q: Until a librarian is actually involved in a library
tax campaign, he can not understand the intri-
cacies of the project. Where can guidelines or
past records of such campaigns be found?

A: Consult "Library Tax" and Kentucky Revised
Statutes (both filed at Regional Headquarters).
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10. Q: What are the duties of the library board?
A: Consult Kentucky Revised Statutes.

11. Q: Where can I obtain information such as: the
number of counties participating in a specific
region? the counties which have new or re-
modeled library buildings? the counties which
have voted for a Libra') District Tax? counties
with no public library service?

A: Consult files at Regional Headquarters for various
maps indicating this, and much other, information.
However, since this information becomes rapidly
outdated, consult the State Librarian for the most
recent status of any particular county and/or
region.

E. Library Science Scholarship Fund

171.303 Library science scholarships; applications;
awards. (1) There is hereby established a Library Science
Scholarship Fund.

(2) The State Librarian may grant scholarships for
study in library science at an institution within the
Commonwealth which is accredited by the American
Library Association or the Southern Association of Colleges
and Secondary Schools.

(3) The State Librarian shall receive and consider
all applications for scholarships for study in library
science and may grant a scholarship to applicants who
are residents of this Commonwealth and who are deemed
by the State Librarian to be qualified. The State Librarian
shall make a careful and full investigation of the ability,
character and qualifications of each applicant and may
personally examine each applicant. The State Librarian
shall, whenever possible, grant financial assistance to the
applicants with the greatest financial need, provided such
persons are found to possess such qualities as give reason-
able assurance of their successfully completing the course
of study made possible by the scholarship. (1962, c. 106,
Art. VIII, 8; 1966, c. 81, 1)

171.306 ,Obligations of scholarship recipient. (1) To
be eligible for a scholarship, an applicant shall contract
in writing with the State Librarian that he will, within
six months from the date he completes his term of study,
accept employment s.ith a library program approved by
the State Librarian for a period to be computed at the
rate of one year for each one thousand dollars received,
or proportional time for lesser amounts.

(2) If the recipient of a scholarship fails to fulfill
obligations under the contract for a scholarship the entire
amount of scholarship benefits received plus six percent
interest thereon shall become due and payable.

(3) Upon recommendation of the Stale Librariair, the
Attorney General shall institute proceedings for the pur-
pose of marveling any amount the the Commons% rah!,
under the provisions of this section. (1962, e. 106. Art.
1'111, 7)



Kentucky Library Laws 1968.
The educational agreement which the grantee of the

scholarship makes with the Department of Personnel
further states:
If the Employee should fail to successfully complete the
course of study . . . (he) agrees to reimburse the Depart-
ment for all monies expended under this agreement. Such
sums shall be due and payable immediately upon the
happening of such contingency. If such failure to suc-
cessfully complete the prescribed course of study is due
to circumstances beyond the control of the Em`pIoyee, the
Department reserves the right, at its discretion, and with
the approval of the Commissioner of Personnel, to release
the Employee from all or part of the obligation to serve in
its employ or refund monies paid to the Employee by the
Department.

If, after successful completion of the prescribed training,
the Employee does not serve the Commonwealth for the
prescribed time, he agrees to reimburse the Department in
full all monies paid to him for educational purposes under
the terms of this agreement. Payment shall be based upon
one month's salary for each month of educational leave that
the employee received, less the month(s) that the employee
worked after successfully completing the prescribed train-
ing. Such monies shall become due and payable to the
Department immediately upon the happening of this
contingency.
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F. Regional Librarians' Workshops:

An Outline of Programs

November 20-22, 1988

1. Role of the regional librarian

II. Community analysis from a sociological point of view

III. An in-depth analysis of political life in Kentucky
communities

IV. How to analyze your community as a librarian

February 17-19, 1969

I.

rt.
Interpreting the community study
Interrelationships of community analysis and pro-
gram planning

April 28-30, 1969

I. Principles of program planning
II. Implementation of 1:brary program

III. The process of change

September 2.5-26, 1969

I. Critique of individual library programs


